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Introduction
Disability Services is located in Student Services - open Monday to Friday 8:30 am —4:30 pm

Contact information

Kevi Remple

Disability & Learning Support Coordinator
Phone: (250) 489-8283

Student Services Phone: (250) 489-8243
Fax: (250) 489-8218

remple@cotr.bc.ca
http://www.cotr.bc.ca/disability/

Disability Services aims to maximize success and reduce barriers so that students with
disabilities have equal opportunities and equal access to information. These accommodations
are not designed to give an unfair advantage to students with disabilities, but rather “even the
playing field”. Accommodations are assessed based on documentation provided by an
appropriate professional and in consultation with each student.

This Guidebook has been written to provide practical guidance for instructors to follow in the
provision of services to students with disabilities at the College of the Rockies. It will serve as a
guideline for provision of accommodations that enable students to meet and maintain the
academic standards of their courses and/or program.

The first section of this guides outlines Academic Accommodations, provides the legal basis for
provision of accommodation and the procedures for putting accommodations in place. The
second section outlines test and exam accommodations and procedures. The final section
provides information on various disabilities. This will help instructors better understand the
need for specific accommodations for various disabilities.

This guide is a first edition. Your comments and suggestions on this booklet are welcome. If
you need clarification on any disability issue, or advice on creating an accessible environment
for students with disabilities, please feel free to contact me.

Kevi Remple
Disability & Learning Support Coordinator


mailto:remple@cotr.bc.ca

Academic Accommodation
Definition of Disability

A disability can be defined as an impairment or condition that impacts or interferes with the
ability of a person to perform normal daily activities. In order for a disability to be
accommodated, there must be a functional impact of the disability to the student in an
educational setting. Students are encouraged to self-identify their disability prior to
commencing studies; however, some accommodations can be made once the student has
begun classes.

Definition of Accommodation

Accommodations are modifications made to the academic environment that help create equal
educational opportunities and provide equal access to information. They are implemented to
reduce barriers caused by the disability.

Exam accommodations are adjustments or modifications of standard exam conditions that
ameliorate the impact of the student’s disability on the examination process without
fundamentally altering the nature of the examination, comprising security, validity or reliability
of the exam, or providing unfair advantage to the student with the disability.

Examples of Class Accommodations:

e Opportunity to record lectures

e Note taker - refer to fellow student’s notes (photocopy) or receive an electronic copy of
instructor’s lecture notes to supplement the student’s own notes depending on
ability/disability.

e Textbooks and/or reference articles in alternative formats (large print, Braille, audio, e-
text, etc)

e Use of assistive listening devices such as an FM system for a student with a hearing
impairment

e DVDs closed captioned

e Type Well transcriber, sign language interpreter or attendant in the classroom.

e Flexibility with assignment deadlines for disability-related reasons

Examples of Exam Accommodations:

e Extra time for exams (1.5 is the usual extension)

e Alternative format for exams (i.e. oral, large print, Braille)

e Help from a scribe

e Writing in a separate, distraction free room

e Use of word processor for long answer and essay questions

e Use of dictionary or calculator

e Use of specialized adaptive equipment or software (i.e. speech to text software, text
readers)



Other Accommodations/Supports:

e One-to-one tutoring outside of the classroom to reinforce subject material

e Study and learning strategies

e Assistance with making a class physically accessible for students with mobility
impairments

Legal Basis for Provision of Accommodation

In providing accommodations for students with disabilities, the College of the Rockies uses the
BC Human Rights Act as a guideline.

BC Human Rights Act (1992), Section 3:
No person, without a bona fide and reasonable justification shall

(a) Deny to a person or class of persons any accommodation, service or facility
customarily available to the public, or

(b) Discriminate against a person or class of person with respect to any accommodation,
service, or facility customarily available to the public, because of race, color,
ancestry, place of origin, religion, marital status, family status, physical or mental
disability, sex or sexual orientation of that person or class or persons.

Freedom of Information and Protection of Privacy Act

This legislation guarantees that the specific nature of the student’s disability cannot be
disclosed to instructors or staff without the student’s consent. All documentation submitted by
a student to Disability Services is confidential and will not be distributed to any instructor
without the permission of the student.

Documentation Requirements

In order for a student to receive accommodations, he/she must self-identify and provide
Disability Services with appropriate documentation from a specialist in the area of the existing
disability (i.e. physician, audiologist, psychiatrist, neurologist, etc). The documentation should
include: A diagnosis of a specific disability, a statement that describes the functional impact of
the disability in an educational setting, a description of the symptoms present and their
severity. The documentation should be current (within the last 5 years).

NOTE: Students who request accommodations directly from their instructors should be
referred to Disability Services in order to obtain the proper documentation or discuss the
possibility of further assessment. If a student doesn’t have a Request for Accommodation
Letter from Disability Services, then he/she hasn’t been approved for accommodations. It’s
not in the student’s best interest to negotiate private accommodation arrangements with
his/her instructors.



Request for Student Accommodation

Academic accommodations are handled on a case-by-case basis. While students with similar
disabilities may have comparable challenges, the accommodations are specific to the individual
student’s needs for a specific course/program.

These accommodations are conveyed to instructors through a Request for Accommodation
Letter (Appendix A) at the start of the semester/program or when the student requests
accommodations. Instructors are encouraged to participate in the discussion of reasonable
accommodations. It’s often necessary for instructors to be involved in the implementation of
some of the accommodations (i.e. identifying a note taker, using an FM system, allowing
flexibility if the student needs an extension due to a disability-related reason, and so forth). If
the recommended accommodation appears unworkable, the instructor is encouraged to
explore and discuss alternatives with Disability Services and the student.

The intention of the Request for Accommodation letter is to allow the best possible interaction
between the instructor, the student, and Disability Services in working together to achieve
student success, despite any disability. The student is encouraged to meet with his/her
instructor early in the semester/program to discuss the accommodations recommended in the
Letter of Accommodation.

Test and Exam Accommodations

Accommodations for tests and exams will be stated in the Request for Accommodation letter
given to the instructors. Then, prior to each test/exam, students are required to fill in an Exam
Accommodation Request Form and bring it to his/her instructor for a signature (Appendix B).

The instructor indicates approval of the arrangement by signing the Exam Accommodation
Request form, as well as noting any restrictions or allowance for the exam (i.e. open book, use
of calculator, etc.). If there are any questions regarding exam arrangements, the instructor may
contact Disability Services.

The student returns the completed Exam Accommodation Request form to Student Services at
least five days prior to the scheduled exam. The student will write his/her exam in Student
Services. The instructor is responsible for delivery of the exam to Student Services receptionist.

Once the exam has been completed, Student Services staff will return the exam to the
instructor via the College mailboxes.

Accommodated exams are normally scheduled at the same time as the regular exam. In order
to accommodate extra time, it may be necessary for the student to start writing earlier than the
scheduled time. Evening exams may be taken the afternoon of the same day.



Temporary Disabilities:

Students may need temporary accommodations for conditions such as fractures, severe
sprains, or recovery from an operation. Disability Services is available to assist students in
these situations. Documentation must be provided from a physician. Instructors are asked to
encourage these students to contact Disability Services so that accommodation can be put into
place.

Information on Disabilities:

Some students choose to disclose the nature of their disability to their instructors and others
do not. This section will explain a little about common disabilities and their impact on a
student’s ability to meet the demands of college. It will also give instructors insight into the
need for specific accommodations. Not all of these strategies are necessary for all students;
however, the strategies can serve as a starting point or as guidelines in the classroom.

Workshops or one-to-one meetings can be arranged through Disability Services if you would
like more information.

Attention-Deficit/Hyperactivity Disorder

Individuals may be diagnosed as having Attention-Deficit Disorder (ADD) or Attention-Deficit
Hyperactivity Disorder (ADHD) when they have significant problems with inattention,
hyperactivity and or/impulsivity. The severity of the symptoms can vary, but the symptoms
must exist across settings and impair a major realm of life functioning. Initially considered to be
exclusively a childhood-based disorder, ADD/ADHD is recognized across the lifespan and it can
be diagnosed in adults. Documentation must be provided by a psychologist, psychiatrist or a
physician with specialized training. Some individuals may be on medication.

Difficulties associated with ADD/ADHD may include:

e Anxiety e Mood swings

e Chronic lateness e Memory problems

e Depression e Procrastination

e Distractibility e Restlessness

e Disorganization e Relationship problems

Low self esteem

Strategies for instruction

e Make all expectations very clear (i.e. grading criteria, materials to be covered, due
dates, test dates)

e Give assignments both orally and in writing

e Encourage students to use support services (i.e. peer tutorials, the Writing Lab, Study
Strategies from Student Services)

e Electronic copies of lecture notes, power point presentations given to the students in
advance can be very helpful.

e Give detailed course syllabus early so student can make sure he/she has all necessary
materials and resources.



Class Accommodations

Record lectures so student can re-listen to aspects he/she may have missed in class
Use of note taker or copies of visually presented materials

Preferred seating to help student focus

Textbooks on CD

Exam Accommodations

e Separate room, distraction free environment
e Extratime

Chronic Health Conditions

The range of disabilities in this category includes chronic health conditions such as chronic
fatigue syndrome (CFS), fibromyalgia, cancer, hepatitis, kidney disease, asthma, AIDS, and
chemical sensitivities among others.

The range of symptoms will depend on the health concern, but many are associated with
fatigue and may often lead to depression. Other symptoms an individual may experience are:

e Joint and muscle pain

e Difficulty with concentration, attention and memory

e Reading may be difficult

e Symptoms fluctuate for no apparent reason from day to day or week to week or
depending on weather.

Weakened immune system leads to frequent or long lasting secondary illnesses.
Erratic sleep patterns

Headaches

Very susceptible to stress

For information on specific conditions, go to www.medterms.com

Instructor Strategies and Accommodations

e Reduce course load

e Record lectures

Provide lecture notes if needed

Time extensions for assignments

Exam accommodations (extra time, separate room, supervised breaks, use of reader or
scribe)

Flexibility may be required with regard to exam dates

e Don’t penalize students if he/she misses a “pop” quiz due to health concerns


http://www.medterms.com/

Hearing Impairments

A hearing impairment is a disability that affects communication. The amount of hearing loss
can range from slight hearing impairment to a profound hearing impairment. Those with mild
to moderate hearing loss are termed hard of hearing and use their residual hearing and speech
to communicate. Many hard of hearing people supplement their residual hearing with hearing
aids, technical devices such as FM systems (to amplify the instructor’s or a fellow student’s
voice), and speech reading.

Many factors can contribute to a student’s inability to use residual hearing. For example, a
student who has no difficulty in a quiet office may have difficulty functioning in a room where
there is ambient noise (e.g. a hum produced by an air system or an overhead projector); poor
acoustics; and/or more than one person speaking. The student’s level of fatigue may also
dramatically alter his/her ability to discriminate language.

The term deaf is generally used to describe individuals with severe to profound hearing loss,
with little or no residual hearing. Some deaf people use sign language to communicate; others
use speech to communicate. Lip reading, hearing aids, cochlear implants, and other technical
aids may be used.

Instructor Strategies and Accommodations

e Avoid unnecessary movement so that your face is visible to the student as much as
possible. When writing on the board, turn to face the class before speaking. Other
distracting factors include moustaches and putting hands in front of the face.

e Use captioned DVD’s when possible.

e Do not think that a student with a hearing impairment is ignoring you if he/she fails to
respond appropriately. It’s helpful to have the person’s attention before speaking.

e Speak slowly and clearly, but exaggeration and overemphasis of words distorts lip
movements making speech reading more difficult.

e Speakin a normal voice or slightly louder than usual if necessary. Do not shout, as it
will not make your message any clearer, and may often distort your speech.

e Try to re-phrase a thought rather than repeat the same words. Sometimes a group of
lip movements is difficult to speech read.

e Priority seating for the student — students should be able to see the instructor and the
sign language interpreter.

e AType Well Transcriber (speech to text), a sign language interpreter or another form



Learning Disabilities

Learning Disabilities refer to a number of disorders which may affect the acquisition (input),

organization (making sense of information), retention (memory), understanding or use of verbal

or nonverbal information (output). These disorders affect learning for individuals who
otherwise demonstrate at least average abilities essential for thinking and/or reasoning.

Learning Disabilities range in severity and may interfere with the acquisition and use of one or

more of the following:

Oral language (i.e. listening, speaking, understanding)
Reading

Written language (spelling and written expression)
Mathematics (i.e. computation, problem solving)

*The Learning Disabilities Association of Canada: LD Defined 2002

Instructor Strategies and Accommodations

Be clear in course outlines, deadlines and expectations. Repeat main points and
directions. Unexpected changes cause stress and confusion.

Help the student to become an active learner, using a combination of approaches —
auditory, visual and hands-on when possible.

Provide an outline of the lecture at the beginning of class.
Provide visual input (i.e. write main concepts on board)
Accommodations may include:

Extra time and/or a quiet setting to write exams
Record lectures

Photocopy fellow student’s notes or get notes electronically from instructor in advance

Use of a word processor with spell check for exams
Use of assistive technology (i.e. speech to text software, software programs that read
text to students, etc)
Textbooks on CD

Allow processing time between the question or direction given and the response time of

the student.

Be patient with students who check in often for clarifications and explanations



Some additional Facts about Learning Disabilities:

e Students with learning disabilities often have one or more areas of strength, just as they
have one or more areas of weakness.

e Students with learning disabilities have average or above average intelligence which can
lead to thinking that the student isn’t trying.

e Learning disabilities are lifelong. The way in which they are expressed may vary over an
individual's lifetime, depending on the interaction between the demands of the
environment and the individual's strengths and needs.

e Learning disabilities are due to genetic and/or neurobiological factors or injury that
alters brain functioning in a manner which affects one or more processes related to
learning.

e Learning disabilities should not be confused with autism or cognitive disabilities.
Attention disorders and learning disorders often occur at the same time; however, the
two disorders are not the same.

e Learning disabilities may also involve difficulties with organizational skills, social
perception, social interaction and perspective taking.

For further information refer to the Learning Disabilities Association of Canada’s website:

http://www.ldac-taac.ca/index-e.asp

Mental Health Conditions

This term describes a wide range of mental and emotional conditions. When mental illness
significantly interferes with the performance of major life activities such as learning, thinking,
communicating, and sleeping among others, the student may require accommodations and
support to be successful in a college setting. The type of symptoms and severity will vary from
person to person. Symptoms often come and go and do not always follow a regular pattern.
Medication and therapy can help student’s manage many of the symptoms; however, for some
people, the illness continues to cause periodic episodes that require treatment.

Most common types of diagnoses:

Depression Phobias

Bi polar Disorder Anxiety Disorders
Personality Disorders Schizophrenia
Eating Disorders Sleeping Disorders

Obsessive Compulsive Disorder

10



Medications

Many students are stabilized on medications that diminish the symptoms of mental ilness.
Some students experience side-effects from their medications. Difficulties with concentration,
sleep, tremors, memory and blurred vision may be some of the effects. Sometimes students go
off their medication when they are feeling balanced. However, students often find that the
stresses of college life can reactivate the symptoms and interventions are necessary. Some
medications take several weeks to be effective so students may need extra support during this
time.

Instructor Strategies and Accommodations

e Students may need to take a reduced course load as symptoms are exacerbated by
stress.

e Be supportive, but not intrusive. Some students are comfortable talking about their
disability and others are not. If a student chooses to share his/her diagnosis with you,
respect confidentially.

e If behavioris a concern, address the behavior(s) directly with the student in a private
setting.

e Student accommodations may include recording lectures, note takers, exam
accommodations (separate setting, extra time), flexibility with due dates.

e Most students with disabilities function best when expectations are clear.
Unannounced changes can be stressful. Be willing to clarify assignments and class
expectations.

e Facilitating study partners or helping a student to join a team during group work can
alleviate stress.

e [f astudent is disconnected with reality, visibly agitated or severely depressed contact
the Disability Services office so he/she can be referred to the appropriate community
resource.

Neurological Conditions

Neurological disability refers to an impairment or limitation due to injury or illness that has
resulted in the central nervous system including the brain. The most common neurological
disability in this category is brain injury caused by direct trauma to brain tissue, such as in a car
accident. Other disabilities in this category include cerebral palsy, multiple dystrophy,
Parkinson’s disease, tourette’s syndrome, fetal alcohol effects among others.

Difficulties can be exhibited in memory, concentration, the control and use of cognitive
functioning, sensory and motor skills, speech, language, organizational skills, affect, social skills,
and so forth. Accommodation will vary greatly depending on the condition.

Instructor Strategies and Accommodations

e Accommodations may include: classroom note taker and/or copies of materials
presented in class, record lectures, extra time and quiet room for exams, use of
computer for exams, use of scribe or adaptive technology for exams.

11



e Strategies described for learning disabilities can also be used for students with
neurological impairments.

Visual Impairments

A visual impairment is a generic term which covers a range of difficulties with vision and
includes the following categories: blind, legally blind, partially sighted, and low vision.

Blind students learn via Braille or other non-visual media.

Legally blind indicates that a person has less than 20/200 vision in the better eye or a very
limited field of vision (20 degrees at its widest point)

Partially sighted indicates some type of visual problem that requires special education

Low vision generally refers to a severe visual impairment. They use a combination of vision and
other senses to learn although they may require adaptations in lighting or size of print.

Most students with visual impairments require specialized equipment and adapted learning
resources.

Instructor Strategies and Accommodations

e Provide a list of required and optional textbooks and course materials in advance, so

Disability Services can order course materials in alternate formats.

Be willing to record lectures

Read visually presented materials aloud to the class. Try to verbalize other visuals.

Inform student if classroom has been rearranged since the last class.

If student has a guide dog, allow time at the beginning of the first class to introduce and

explain the guidelines around guide dogs.

Answer questions verbally; not with a nod or a gesture.

e Accommodations may include: record lectures, note takers, extra time for exams,
computer to write exams, reader or scribe for exams, reduced course load

Financial Assistance for Students with Disabilities

Various provincial and federal grants and funding opportunities are available to students with
permanent disabilities. These grants are based on assessed financial need.

Canada Student Grant for Students with Permanent Disabilities:

This federal program provides grants of up to $2,000 per program year (Aug. 1 to July 31) for
full-time and part-time students attending BC post-secondary institutions, and taking post-
secondary level course(s).

For a full-time student, the $2,000 Canada access grant for students with permanent disabilities
will be applied before any other funding to the student’s assessed need. For part-time students,
this grant will be applied before any part-time student loans are awarded.
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Assistance Program for Students with Permanent Disabilities (APSD)

This provincially funded program is for students with permanent disabilities attending
upgrading or post-secondary programs in BC. Depending on the student’s need, grants are
available for exceptional education-related services and adaptive equipment.

Supplemental Bursary for Students with Disabilities:

The Supplemental Bursary for Students with Disabilities is a provincial bursary program
designed to assist students with disabilities with exceptional educational costs (e.g., additional
transportation costs, specialized clothing, etc). This bursary program is available to part-time or
full-time students with permanent disabilities attending designated BC post-secondary
institutions, and taking post-secondary level course(s).

This new bursary is in recognition that on average, students with permanent disabilities incur
higher costs to attend post-secondary studies in comparison to the general student population.

Canada Study Grant for the Accommodation of Students with Permanent Disabilities:

This grant of up to $8,000 per program year is available for students with permanent disabilities
taking courses at the post-secondary level. This grant can be used to meet the cost of the
following services: sign language interpretation specialized tutoring services for disability-
related learning barriers, note-takers, and attendant care while at school, specialized
transportation, computers and adaptive technology.

Learning Disability Assessment Bursary:

The Learning Disability Assessment Bursary was established to assist students taking courses at
the post-secondary level with the up-front costs of the learning disabilities assessment.
Students with a learning disability require a recent learning disability assessment to determine
eligibility for equipment and/or services through the Canada Study Grant for the
Accommodation of Students with Permanent Disabilities. A bursary of up to $1,800 will be
made available to eligible applicants.
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APPENDIX A

Student Services
Disability Services
College of the Rockies

REQUEST FOR ACCOMMODATION

Student Accommodation is valid for courses and programs taken during the academic year
September — December 2009

Personal Data:

Student Name:
Student Phone #: Email:
Program of Studies:

List of Courses including Scheduled Times (if applicable) and Names of Instructors:

Nature of Disability: (if student chooses to disclose)
Documentation on file: Yes No
Accommodations:

Accommodation(s) Recommended:
1.

4.

Student’s Signature Date

Disability Coord. Signature Date

Should you require more information or clarification, contact Kevi Remple at Disability Services ext
3283.

Documentation on file in Disability Services from this student indicates that COTR has a responsibility to
provide reasonable accommodation under the Human Rights Code.
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APPENDIX B
REQUEST FOR EXAM ACCOMMODATION

e This request will not be supported unless you have prior approval on file with Student
Services for exam accommodation, except where unable to write at the designated time.

e It is the student’s responsmibnilmun afo mgticev eweDa ks’a
to book an exam. Advance notification is essential to ensure that an appropriate space and
invigilator are available.

Student: E-mail:

Phone:

Complete the chart below, have your instructor sign it and submit
to the Receptionist in Student Services.

Course Exam Date Start Time End Time Instructor Signature

This section to be completed by INSTRUCTOR only. - ]
Disability Services Use Only

Approval given under the following conditions:

(] Extended Time (X 1.5)
C with study sheet ] Separate Room
C with open book 1) Computer
C with calculator o seite
(] Reader
C unable to write at designated time O Anxiety
G [l Other

Additional notes:

Student Services Office Use Only

C} Yes, we can accommodate this request. Room #
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